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901 Falls Lake Drive 
Mitch$1hilte> MD 2072 J 
Qffict: (70$) JJW25/ Horn: 



Federal Status CO 201/09 
Personnel Management Specialist 
SSN-" ' 
Citizenship: h.3, ^^^ 



Vacancy Anaouncomeflt # 2004-HQ-2637 

Hmtmn Resource Specialist (Infoimaiiuii Systems & Compenggtiun) CO 0201-09/1 1 



Professional Experience 

Federal Depwit Insurance Corporation (FDTC) UP/2Q03 to preaeut 

Division of Adxi mmtrati&a 44/3 6 hours bi-weekly 

HamUL Resounds S 
Benefits Center 
35MN Fairfax Drive 
Arlington, VA- 2222tf 
Sttpervlson Oreg, Talley (703)516 
Be&eflts Assistance 

♦ Review Official Personnel Folders (OFF) to ccunpleto Benefit Certifications 
applications, 

♦ Complete US OPM Junm 3 1 0B to file with, certified inn applications afld forward lx> 
OPM,. 

♦ Compute military deposits. 

♦ Complete Temporary coatimialiaD. o f Coverage (TCC) packages and complete TCC 
2809 Health Losuraace fotms for dttpcndcaite 

4 Process time and attendance 

♦ Complete leavn audits 

♦ Input payroll dwcumcDfa 

♦ Review OPiF's to assist TYith the input of retireniKDt calculations. 
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Fccteral D«po«k Insurance Corporation (EDIC) 01/04/97 to 09/2003 

Division of Administration — 44/36 hours bi-weekly 

personnel Services Section, Compensation unit Salary: 

55017* St. NW. Rm, PA 1 703<WO« 

Washington, DC 

Supervisor: Dave Hamflgton(202) 947.-1396 

Supervisor may he contacted 

rayroll/Penwttiiel System Specialist 09/29/96 to 01/03/97 

Personnel Management Specialist _.,„ J>I/03fl7to present 

♦ Computed and process pay for 6,000 employees, including salaries;, overtime worL 
claims, awnrds and other types of pay changes through an automated pay system. 

♦ DeveLoped and write standard operating pmcedur ed for the FDiC personnel division 
regarding unemployment & lump sum payments. 

♦ Provided unit chir£ aasistanidfrertpr, and personnel managers of service centers with 
management reports and information fei a timely manner. 

♦ Investigate and respond to a variety of recuiriag and complex issues such as 
compensation, pay> overtime including the Fair Labor Standard Aot (FLSA) and other 
pay-related problems. 

I have processed over 1 ,500 FLSA eases within the last two years . 

♦ Resolved complex compilation payroU/persunnel problems such as dual lump sum 
payment FLSA problems and back-pay problem*. 

♦ Responded to inquiries ton management, employees and other agencies and outaide 
officials. 

♦ Provided senior management expert knowledge relating to pay issues and pulicy 
changes. 

4 Resolved staff mid project issues and problems arising daily and develop a solution 
for each situation. 

♦ Reconciled payroll/personnel reports and provide assistant* to personnel offices with 
resolutions in complex problem*. Examples include unemployment reports, waiver 
reports resulting from salary oveipaytacrdL, and debt collection, 

4 Kesponded to written requests to approve and deny waivers of debt collection. These 
waiver caws were caused by erroneous overpayments of wages to the employees. 

♦ Wrote standard operating procedures for lump sum payments and unemployment 
compensation for separated employee*. 

♦ Wrote letters and, memorandum to employees to approve or deny waiver cases , 

♦ Prepared monthly and quarterly reports for distribution to other PDIC personnel 
.service centers, 

♦ Assisted with gathering aiul writing information fm- the waiver circular. 

♦ Assisted wth personnel management programs by preheating briefings to upper 
management about the performance appraisal program and how the program 
functions, 

<# Trained management and other personnel specialists on wing the appraisal system. 
f Prepared a pamphlet that cou(ai n$ unemployment procedures of the FDIC aud its 

contractors. 
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♦ Responded 1 1 > iiighly sensitive issues from upper management by tetters, e-mail's and 
telephoixe. 

♦ Coordinated ami conduct briefings, in addition to training upper management stall on 
compensation programs. 

♦ Developed a knowledge and ability of classification (to classify) and master records. 

♦ Developed pay setting MVtty and procedures 



Superior, FayroH/Per* uwnel System Specials* 06/1 7/90 to 4/E5 

CG301/09 

(Chief) Sttpcrfisor, Payroll/Personnel System Specialist 04/92 fa 690X196 

CO .101/1 1 

Supervisor: Mary Ander&un (Deceased) 

Natalie Tyce (202) 942-3448 

May be caniurfcd 

t Supervised an office of eight payroll assistants and one clerk typist. 

♦ Trained and assisted the sM£ in responding to a variety of personnel and payroll 
related issues, OPM policies and guidelines. 

♦ Coordinated and recommended djanges in the work assignments and work schedules 
ofthesteriT. 

♦ Analyzed (he *taff resources and coordinated pay changes with the National Finance 
Center (NFC). 

4 Served as a Liaison with the NFC and ihe FDIC payroll/personnel operations section, 
conducting and resolving broad band analyses of the National Finance Center and 
recommending solutions to complex problems. 

♦ Resolved complex problems such as payroll/personnel issues, pay issues, state and 
federal tax matters arid research state and federal tax lam, health benefit and life 
insurance (federal and FDIC) issues, 

♦ Reviewed and approved salary advances, AD-%4$% 354's and other farms of pay 
4 Modified work methods mid guidelines to be used by the staff based on policy and 

system changes, which may affect the payroll nniL 

♦ Served as a senior technical advisor on payroll/personnel operation matte™. 

♦ Resolved and responded to congressional inquiries with reference to compensation 
pay, and other p&yroll/psrsonnel sensitive problems, 

♦ Made salaxy payments to executive-level staff including the withholding of beuefits 
and taxes, 

♦ Reviewed, analyzed and processed court order assigned documents against the FDJfl. 

♦ Resolved moet difficult and sensitive issues involving executive level appointees, 

♦ Responded to inquiries from executive level, management, employees and other 
agencies and outside officials* such as debl collection agencies, court officials* banks 
and loon companies, and federal personnel sections. 

♦ Prepared rexnetsEemeai, discrimination eases, and back pay settlement cases against 
former and present employees as well as s variety of flarnishmenis, such as child 
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support, defaulted aducatioiml loans, baflkitfptcie^ TRS levy's and private sector 
debts against the employees 1 wages. 

♦ Atrthftri2ed_D±]QaetiYe^a^€nt!* to employees resulting from discrimination 
complaints, lawsuits and hl^S r dt^woBTcIaiHs"ajQd other actions against, the 
corporation resulting in compensation and pay. 

¥ Developed a knowledge of sad ability to interpret and apply Federal and FDIC 
regulations, 

♦ Developed SOP's fur misplaced lost or xiolcti bonds. 

♦ Prepared audits of corporation pay and payroll/personnel operation to assure 
accuracy of senior management, cxecudve4evej and other FDIC employees, 

♦ Devdnped a thorough knowledge of the operating capacity and characteristics of the 
NFC payroll/personnel system* 

4 Manually paid employee salaries not included in the automated paycoll system. 

♦ Input payroll and personnel documents in to database system. 

♦ Prepared and input data to run the SINQ report. 

♦ Reviewed and corrected errors from the NFC SINQ report, 

♦ Communicated orally and in writing and worked etfcetively wMi management 
officials, employees and representatives of otheT ageneies and the public. 

♦ Interviewed and hired payj.mil/pcr30nnel assistants. 

♦ Completed oral and written evaluations for the paynjll/pcrsonnel assistant 

♦ Collected, organized* and analyzed technical data to resolve system problems. 

♦ Reviewed SF5Zs for accuracy and processed payroll and personnel actions. 

♦ Reviewed SF 50s and set necessary pay adjustment 

♦ Completed and adjusted leave audits and leave transfer balances. 

♦ Reviewed and approved Payment Authorization Vouchers batter knew as salary 
PAV's. 

♦ Researched and requested replacement for lost, stolen or missing bonds *tud prepared 
AD-343s to request all types t>f manual payroll/personnel payments fiom NFC by 
quick service wire, —....._„ ..__._ 

♦ Reviewed and authorized salary corrections caused by NFC system errors, 

♦ Reviewed and certified all documentation including forms sent to NFC, 

♦ Prepared AD-353s to NFC to collect additional personnel/payroll information. 

+ Calculated and prepared retirement computations (card3) for sepmafmg employees 
mid explained retirement benefits 

♦ Calculated health and life 1>cnefit3 for employees. 

♦ Developed an ability to interpret the Federal Personnel Manual, 296-3% Code of 
Federal Regulations (CFR) 7 Persnnnct, the Debt Collection Act, and the Fair Labor 
Standards Act as well as other federal regulation* and policies involving 
compensation pay and other matters. 
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Vacancy # 2004-IlQ«26i7 

QUALITY RANKING FACTORS (DESIRABLE KNOWLEDGE SKILLS AND 
ABILITIES) — - 

1. Knowledge of the rubs and regulations related to human resources 
process And procedures, in order to provide technical assistance and 
factual information to HR Operations customers. 

As a Payroll/Personnel System Specialist (supervisor) aad as A Personnel 
Mana £KUiG&t specialist I became knowledgeable of the Office of Feraound 
Management (OPM) regulations, guidelines and pertinent laws conoerning 
compensation and pay administration* For example, I usad these rules and 
regulations related to human resource process aod procedures to comply to and 
provide technical assistance and factual information to HR Operations customers 
when completing garnishment cases on employee* while explaining the regulations of 
garnishment procedures 10 TIR operations cux turners I also used them in computing 
general pay scales, locality pay, special salary rates., overtime, and Interest on back 
pay compensation in relation to student loans, annual and sick leave and the 
regulations and procedures that govern military leave for employees resulting in pay 

I iwed my knowledge of the rules and regulations to provide technical assistance and 
factual information by interpreting and explaining the Federal Personnel Manual, 29f>» 
31, Code of Federal Regulations (CFK), Persounct, the Debt Collection Act, and Ifie 
Fair Labor Standards Act a$ well as otfur federal regulation* and policies involving 
compensation pay and pay administration Matters. 

I used my knowledge as a Payroll Personnel System Specialist and as a Personnel 
Management Specialist to research OPM regulations, and rules concemmfi 
coinpensatiori and pay administiatio& while woridng-with Hrir Labor Standard Act 
(FLSA) payments (lie waiver program and other pay administration issues, I used my 
knowledge to interpret and apply US OPM code of Federal regulation as well as other 
federal regulations, and ruled pertinent technical assistance and IIR customers, 
involving compensation and pay matters. While working with the waiver program 1 
assisted in writing guidelines for employees who wish to file for waivers of debts, 
Laicr^ a waiver circular was distributed I researched US OPM in Order to assist in 
writing: the waiver circular, I applied iliesc rulca and regulations and processing 
procedures when T wrote the standard operating procedures for dual lumps sum annual 
leave payments and procedures for unemployment program. 

2. Ability to use personnel automated systems: to process complex 
personnel actions, (i.e., retroactive personnel actions, garnishments, 
*hlld support, alimony payment ca*os). 

Ae a Payroll/Personnel System Specialist and as a Personnel Management Specialist, 
I have excellent knowledge of the of the NFC payroll/personnel sysiein and other 
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automated systems wA to process pummel documents. For example, ltapoitad 
^uoScL^ndj-asmri action ^^NFCJJJ J^^ 
nSerot* pay *ystem problems sochpay adjnsbnao* ^^ l^** Jf* 
iS^NFC W ^ m«t reports trndsuks corrections i to SlKQ «w«d 
oSro VtTl »d» uteoafte system to putt «l*aw s «»« 



system 



reaeaicji aaKi process wiyiwyc^a jj i«.» ».,— — ■ 

numerous payroll/personnel matters. * «** *• ^omfttad system to P*occw 

SS 5*Ew* as, We »d health insurance, and inputting F omouons back 

ehUd ^ annual and sick We adjustment, restored IwjWA ^ ■ »* 
.JLelopnt problem. I us« the automated systo to apuft booefits docusate 1 
Snd^ues to ^ toe Hystom o« a daily ba«s to restore and msolve many 
payroll/personnel and benefit matters. 

J. Ability to communicate orally to explain and provide assistance to 
employees and administrative staff on personnel procedures and 
processes. 

As a Payroll/Personnel System Specialist and sw a Personnel management Specialist I 
communicated orally to explain and provide admiatown ve staff on personnel 
wocedures and process with a variety of offices and individuals at all level. Dunne 
my involvement with the Fair Labor Standard Act (FLSA) project ,T talked with toe 
FDIH employe**' end attorneys whea 1 encountered problems. I "poke with than in 
* professional laanner when resolving pay and other problems. Fur example, when 
the employees Sled claims tor overtime hours and these were found to be xn i error, 
I called as well as e-mailed the aUoracy's to inform tocm of these errors. I also, 
«»;«+ n i«o^ ■» -awificmff mlatitiMhio of communication wmstandy with the National 



I caned as well as e-nwuea tne auotney s w iuiuuh ««-«■'• v« »w~ ■-*•»»■ - "-^-» 
maintained * working relationship of communication wmstandy with theNauonal 




provide assistance to Employees and administrative staff on personnel procedures and 
prbceBSTDcthodfi ^vith a Variety of office? and individuate # all lcyols. la addition I 
used my cnmmunicatiua skills to provide assistance Kvith. federal agencies such as the 
Department of Labor (DOL), The Office of Pewtmci Management (OEM), USDA, 
Department of Agriculture and other federal agoncdes. 

i communicated Willi executive level, 3uper\tws and employees regularly to resolve 
pay Issue and explain i numerous personnel procedtires and pmccss such as retroactive 
manual and system payments, lump sum* promotions, garnishments, cbiJd support 
and al imooy* I conimuoicated alt types of leave issues and leave procedures to 
employees and adiFunistrotive slaffi This communication resulted in excellent 
cusLuiner$' service that provided excellent assistance to enjployeee, admmistrative 
staff and managerial staff, I presented training sessions for senior management sad 
all levcia of employees on the PERFORM appraisal eydem. When J meceived calls 
from senior sla/f or employees ivith questions about ths system 1 wudd explain in 
detail how it wnrtked. If they continued in havo queslions P I would go to their offices 
to give them direct assistances on a continued basis until tJaey became knowledgeable 
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of the system in order to work Wlcpendontiy* I continued to maintain this 
relationship by sotting up a personnel team of representatives from each region to 
work un the performance appraisal criteria. I trained the OIG senior staff otj the 
unemployment program and I continued to communicate orally explaining personnel 
procedures and process service cm a daily bask with all levels of employees and 
managerial staff, 

4. Ability to communicate in witting to prepare reports and 
correspondence to employees. 

I have written correspondtyice requesting waiveix of debts for retirement problems to 
the Deputy to the CfcaiunaD as well as letters to the employees. I have written 
correspondence responding to congressional inquiries relating to personnel and pay 
tallica. In addition, I have prepared reports such as back pay case repents explanations 
of congressional matt*™ and written to employees to explain flutmrowi pay problems 
such as all types of ntfro-active pay, FLSA claims, tax issues bond, problems 1 have 
written oorrespondeflce to employees and ihe Thrift Board concerning Thrift Savings 
Plans (TSP) problems including incorrect fiinda or wonfi retirement codes. I have 
written correspondence to employees informing them about repayment of Military 
Depoait/Redeposit 

As a Personnel System Specialist and as a Personnel Management Spccinliet I have 
-written Standard Operating Procedures for the Unemployment Program and the Dual 
lump sum payments. 1 have written an T Unemployment Manual that consists of over 
thirty pages. I tiavo written global e-mails and responded to congressional inquiries. T 
have written performance appraisal* for 12 staff member^ including a narrative 
response for each criteria and staff member. 1 have written Idlers to employees 
explaining retirement problems, For example, when employees were placed under 
the wrong retirement code, I sent written oommunication in employees notifying them 
of the problem and inforuaing them that corrections would be made. 

In my position with the FDIC, I have responded in writing to the need of a variety of 
employees, and individual staff managers at the executive level. I communicate 
regularly with FDiC Personnel Services Branch supervisors and senior managers 
nationwide by e-mail or memo nnmccrning payroll/personnel and pay related issues. 
La addition, I deal with outside agencies such as OPM> the Department of ihe 
Treasury, The Department < if Labor, The Flick Company now TALX UO eXpress 
and the National Finance Center, For example: I organized, gathered and presented 
written documentation for euntractbg the unemployment program. J communicated 
tie Performance management criteria factors by setting i^p a personnel team 
representative firom each region, I combined all i» formation into one report for the 
FDIC performance management program, I have demonstrated the ability to 
communicate in writing to prepare reports ami coircspondefiee to employees. 
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Education and Certificate? 



Certificate: General Business, 1 970 

Norlh Carolina Cental Univendty, 1964-19(58 

Sociology and Psychology 

Attended Johnston Central High School 
(Graduated 1964) 



Johnston Technical Institute 

SinithiicliNC 

Durhaitj, NC 



SmiihfieiclNC 27577 



Professional Trailing 

Compensation Specialist July. 1991 

An Overview of the Thrift Savings Wan, Augimt 1991 

Communication Styles for Professionals, April 1 994 

Cofrespoodeoce ContaJ Manager, July 1994 

Fair Labor Standard Act Trajmag, 1995 

Payroll/Personnel Opwational Procedures, June 1995 

Payroll/Personnel Operations Iraituag, October 1995 

Clear Writing through Critical Thinking 

Fundamentals of Writing, June 1 997 

Proofreading, June 1999 

Eflcctive Comrouuiarfiaa with Customers, August 1999 

PERFORM, 1999 (An automated performance system.) 

Ability to Comiimtticate hi Writic^ Maf cli 20U0 

Perftnxunce Management 

CHRIS Tiainii/g 

Classification ard Staffing Training (T-nte 1980 'a') 

Member of Tu&stmastas International 



Honors and Awards 

Special Achievement Award, January, 1991 
Special Achievement Award, Deutaubcf, 1991 
Special Act, 1996 
SiarAwaid, 1996 
Special Act, 1997 

Star Award, June, 1998 

Star A ward, November, 1998 

Star Award, 2UO0 

Star Award* 2001 

ToasfanasteTs Trophy, 2001 

Awards received before 1990 available upon request 
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